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GL-PCR Standard Adjustments
A standard adjustment is a General Ledger — Payroll Cost Redistribution (GL-PCR) batch that does not
use the Mass Adjust feature of the tool.

1. Loginto Oracle using HarvardKey

2. Once signed in, navigate to a HRVDAGLA... responsibility > Journals > HUGL - Journal Adjustment

Home

4 B HRVDAGL
[ Reports
4 Bm Journals
[E Enter
[E& New Journal
[ Encumbrances

[ Allocations

I =] HUGL - Journal Adjustment I

» Em Define

» Em Generate
» B9 Other
¥ Bm Inquiry

3. The Search GL Transactions tab of the HUGL - Journal Adjustment page will open.

Search GL Transactions Search Adjustment Batches Reclassification
Advanced Search §)

* Fiscal Year v * Period

* COA (enter at
least 2 segments)

TUB org Object Fund Activity Subactivity Root
Effective Date 8 - £  Posted Date Between 8 - 5
Between
From Date To Date From Date ToDate
HUID i=

Position

Joumal Source Journal Category

User Guide )} | EZ Search History
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4. Fillin fields to search for transactions to be journaled.

1. The fields with a red asterisk are required: Fiscal Year, Period, and 2 Chart-of-Accounts (COA)
segments. There are additional search fields which can be found by selecting the Advanced Search
button which is found near the top right corner of the screen.

Search GL Transactions Search Adjustment Batches Reclassfication
* Fiscal Year 2025 ~ * periog  (SEF24x = pemcse®

+COA (enterat 2710% = = 6050 x = = = = =
least 2 segments)

s org Object Fund Actity Subactity Root
Effective Date B | -  DD-MON-YYYY = Posted Date Between  DD-MON-YYYY B - =
Between
From Date o Date From Date o Date
HUID =
Journal Source: = Journal Category = Position

5. Select Search which is found near the bottom right corner of the screen.

The system is performing background security checks using HART reporting security & Oracle
General Ledger (GL) functional security. It will only show the results which are permitted by both
Oracle GL and HART for the user.

6. If search results are available, scroll through the lines to find the journal line(s) to adjust.

ORACLE’ HUGL - Journal Adjustment

Home  Logout

Logged In As 11683681

Total Debit Total Credit
e o | Rows| 100 oa BackTo searcn | [T EE
1100 | >
[J "cmed S CreatinDate  PostedDate  EffectveDate  JoumalHeater  Tub  Org  Object Fund  Actvty Subactviy Roof  Debit  Credit  Amount Line Desc HUID HUID Name ksl it Batch Name
Name Year Month  Source
PYRLODS.  BWOS0725 PYRY(
| sunees |=zum| sninizons | oo | rtinezcos: | pisiniskitsn? [samoe | cont | coser | oorment | wiorony| ooes | oot || 1azhe | oot | some o WU — | o | o
odeP 9363639

PYRLOOS-  BIW041225 PYRL(
APR25 2025 16APR2025  16-APR2025  16-APR-2025  PylBiWeekly USD 370 32840 6080 627560 630758 0000 00000 85620 000 55620 REGRegular U - PS On- PS On-cycle Pyl A
ode Pyl 93009952

If the search did not produce results, the system will return with the following message:

Your search did not return results for any of the following reasons:

« There are no results for the period chosen
= The code combination is no longer valid
= Your user security does not allow the entered values

Click the Back to Search button and redefine the criteria.
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7. Select the check box in the far left column to choose the line(s) to be adjusted.
Note that the Total Debit and Total Credit fields (found above the search results) will reflect the total
debits and credits of all selected lines.

ORACLE’ HUGL - Journal Adjustment
Home Logout

Logged In As 11683681

Total Debit 123.60 Total Credit 0.00

Qv Go  Rows 100 - +/ Show Selected || <q BackTo Search | [ENTICEERI]

1-100 | >

() 5% TE cmonbas  posedbse  GacweDue  Jomabear Wb O Omect fng  Acwy Swbecowy Rt Dbt Crdt  Amomt  LnsDssc o WDtame PO doum g

Year WMonth  Source

PYRLOOS-  BW050725 PYRL(

JONZS 025 TLAUNZGS  TLAUNZS  TUUN20S  PyiBIWecyUSD 370 32840 6080 G7seD G073 0D0O o000 3s0 000 12380 REGRequar g e Wy PSOn . PSOmads Pk
Gueprl a3

1. Object codes 6052, 6072, 6205, 6207 cannot be selected as these are vacation salaries/payouts
which are reimbursed from Benefits.
1 If looking for the exact month in which the payroll was paid, see the Payroll Month field
Note the Payroll Month field began in MAY-25 and is not filled in prior to that month.
1 If the check box appears lighter in color it cannot be chosen, hover over the box to reveal the batch

the line is in.

[:} AUG-24 2025 21-AUG-2024 21-AUG-2024 2

[Cannot Select, this transaction is already adjusted in Batch #39480.

8. After choosing the line(s) to adjust, select Adjust Selected which is found near the top right corner.
The selected lines will appear in the Harvard - GL Adjustment form.

9. Add the Batch Description in the top left of the form, there is a maximum of 90 characters.

ORACLE" HUGL - Journal Adjustment

Logged In As
Harvard - GL Adjustment a Back To Search Page I Back To Search Results I Reset
* Baten Descripton:  GADH ksqtest GLENectve Date: (03302025 a Bach Stas:  Pencing Save
Bsen D Batcn e
Related Batch D Created By HUD: Updated By HUID
File Generation RequestD Creation Date Update Date
B selected Adjustment lines.
Qr Go  Rows 50 Review All || Mass Adjust || Remove Lines
pesiol reation Date osted Date fective Date Journal Header Tut e ject unc \ctivit ubactivi oot it rec \mount ine Desc lame Ll Journal Source
[ evew ™0 CromionDate ostedDate  EfectveDae  JoumalMeadsr T Oy Obect Fund  Acivy Subaciwy Rool  Debt  Credt  Amount Lne wo  woame P joumars
4 O O JuN25 11JUN2025  11JUN-2025  11JUN-2025 Pyl BiWeekly USD 370 33240 6050 625809 636011 0028 00000 220321 000 220321 REGRegular e JUN  PYRLO0-PS On-cycle Pyl
4 [0 O JUNZ5 NS UNZOS  11UN2DS  PuiBIWesyUSD 370 33240 6070 625804 G301 0025 00000 121548 000 121548 REGReguiar g WY PYRLO0OPS Oncyte Py
350869 000 350869

L

The red highlight on the line indicates that it has not been adjusted yet.

L

If moving a federal sponsored award, please follow the Cost Transfer policy, including approvals and
naming convention.
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The batch GL Effective Date field defaults to the current date; please adjust to the appropriate
accounting date if needed. Only dates within GL periods which are accepting journals can be
chosen. This field determines the GL period.

1. Once the adjustment has loaded into Oracle, the Created By HUID will be appended to the batch
description.

10. Select the pencil icon for the line which is found in the far left column within the Selected
Adjustment lines subsection.

B selected Adjustment lines

Qv 6o | Rows 50 Review Al || Mass Adjust || Remove Lines

[ Review o' CrestinDate Postedbate EffectveDate  JoumalHeater  Tub  Org  Oblect Fund  Actity Subactity Root  Debit Credit Amount Line Desc HUD  HUDName  pere Journal Source

4 [0 O N5 1JUN2025  11JUN2025  11JUN-2025 Py BiWeskly USD 370 32340 6050 627560 630758 0000 00000 12380 000 12380  REGRegular i MAY  PYRLODS-PSOn-cycle Pyl BW

11. The selected line appears in a new form, GL Adjustment for Line. The Line Type column indicates
“R” for the reversal of the original line and “A” for its adjustment.

GL Adjustment For Line

FYl, the "Calculate Fringe (Current Year) toggle button
only appears on CFY adjustments

Calculate Fringe ™
(Current Vear)

Tub Org Object Fund Activity Subactivity Root Debit Credit Amount Line Desc Line Type Period Of Work Performed Spiit Delete

4 3o 2815 6050 627560 630758 0000 00000 0.00 £18.00 61800  CADMKSG Test R FY2025Q1 JUL-SEP = o
¥ 3 32815 6050 627560 630758 0000 00000 618.00 0.00 61800  CADMKSG Test A FY202501 JUL-SEP = i}

618.00 618.00 0.00

Splitting Cost on GL Adjustments

To split the costs on the adjustment line, select the plus symbol, found in the Split column near the right
side of the screen, for the line(s) that will be split. The split is used to divide the originating line into
multiple lines to move funding to more than one location. It can also be used to move only a portion of
the original line.

Clicking the Split plus symbol will create a new line with a duplicate of the split line’s COA and zero
dollars. As many new lines as needed can be added, but the transaction in total must balance to zero;
Automatic balancing is not completed by the tool for splits.

Fringe on GL Adjustments - Current Fiscal Year (CFY)

By default, the fringe on Current Fiscal Year (CFY) adjustment lines will be calculated for object codes in
the salary range in the nightly GL Fringe Allocation. However, this default can be overruled by selecting
“No” on the toggle button to Calculate Fringe (Current Year) which is found in the top right corner of the
GL Adjustment for Line form for only CFY adjustments. Note that the column “Calculate Fringe” in the
GL Adjustment - Details subsection will reflect the decision made on the toggle button.
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12. Select the pencil and paper icon at the far left in the GL Adjustment For Line form on the

Adjustment line (where Line Type = “A”). Only the line description can be altered where Line Type =
“R”. The example below shows an adjustment with one split line added.

GL Adjustment For Line

Qr~ Go
Tub Org Object Fund Activity Subactivity Root Debit Credit Amount Line Desc Line Type Period Of Work Performed
=z 370 33240 6050 625809 636011 0028 00000 0.00 100257 -1,00257 CADM SDO R FY2024Q2 OCT-DEC
=z 370 33240 6050 625809 636011 0028 00000 1,002.57 0.00 1,00257 CADM SDO A FY2024Q2 OCT-DEC
& 370 33240 6050 625809 636011 0028 00000 0.00 0.00 0.00 CADM SDO A FY2024Q2 OCT-DEC
1,002.57 1,002.57 0.00

13.

The Amount fields are populated with the full value from the original line but can be adjusted.
Payroll object codes cannot be changed within the tool due to the effect on taxes.

CFY lines selected for adjustment that were previously adjusted through GL-PCR will default to
current year fringe rates. For CFY adjustments this is fine, but for PFY adjustments, Calculate Fringe
should be set to “NO” and the fringe should be moved manually.

The Edit Line Adjustment window will appear. Adjust the Account Coding, Debit/Credit, Period of
Work Performed (PoWP) and Line Description fields as desired. Then select Apply Changes which is
found in the bottom right of the Edit Line Adjustment form.

Edit Line Adjustment

Tub 370 v FCOR*FAS Core
Org 32815 ~  FCORHarvard China Project
Object 6050 v Exempt Staff SalariessWages
Fund 627560 ~  UIFI"Harvard China Engagement Endowment
Acivity 630758 v FCORAFCES Program Support (A04) ASIA
‘Subactivity 0000 v 630758 Unspecified
Root 00000 v Unspecified

Debit 618

Credit ]
FYI, the field "Caculate Fringe (Current Year)"
Calculate Fringe (Current  Yes only appears on CFY adjustments
Year)

Period Of Work Performed  FY2025Q1 JUL.SEP ~

Line Desc

For CFY adjustments, the Calculate Fringe (Current Year) field shows here, but changes to the field
are made using the previous form’s toggle button.

The Period of Work Performed (PWP) defaults to the original transaction’s PWP or if there was no
original PWP, it uses the journal batch Effective Date to populate the PWP.

Line Desc defaults to the batch description supplied earlier but can be edited in this form. There is a
100 character limit for this field.
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14. The adjustments made will be reflected in the GL Adjustment For Line form.
After adjusting the “A” line(s) and reviewing, select Apply which is found in the bottom right of the
GL Adjustment For Line form.

This is an example of a CFY adjustment with Fringe to be calculated (set to Yes).

GL Adjustment For Line

Q v - Calculate Fringe Yes No
(Gurrent Year)
. o o . . Line Line Period Of Work -
Tub Org Object Fund Activity  Subactivity Root Debit Credit Amount Desc Type Performed Split Delete
L,f 370 32815 6050 627560 630758 0000 00000 0.00 618.00 -618.00 R FY2025Q1 JUL-SEP m
4 370 32815 6050 627560 630758 0000 00000 618.00 0.00 618.00 A FY2025Q1 JUL-SEP m
618.00 618.00 0.00
1-2

Fringe on GL Adjustments - Prior Fiscal Year (PFY)

For Prior Fiscal Year (PFY) adjustments, by default, the fringe for PFY lines is not calculated. If fringe is
desired, select the Calculate Fringe button, which is found in the bottom right of the GL Adjustment For
Line form, and fringe lines will be added into the batch. The fringe calculation will calculate with a PFY
rate.

‘GL Adjustment For Line

Q-

Go

Tub org Object Fund Activity Subactivity Reot Debit Credit Amount Line Desc Line Type Period Of Work Performed Calculate Fringe Split

®
®

Delete

o
o

4
1

af0 33240 6050 625809 636011 0028 00000 0.00 1,00257 -100257  CADM SDO R FY2024Q2 OCT-DEC NO

370 33240 6050 625809 636011 0028 00000 100257 0.00 100257  CADM SDO A FY202402 OCT-DEC NO

1,002.57 1,00257 0.00

1-2

Cancel (X) | CalculateFringe | Apply v/

For PFY adjustments, which use an object code in the salary range, if fringe lines are not added, the
system will double check this action when leaving the GL Adjustment For Line form with a notification.

Are you sure you want to save transaction
without fringe calculation?

Cancel ﬂ

If the fringe calculation is not desired, select OK and continue to the next step.
If the fringe calculation is desired, select Cancel, Calculate Fringe
(found in the bottom right corner of the GL Adjustment For Line form), and then Apply.
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For PFY adjustments, note that the column “Calculate Fringe” is always “NO” in the GL Adjustment -
Details subsection. This is the setting for the nightly Fringe Allocation. If it was set to “YES”, fringe
would be calculated in the nightly Fringe Allocation at the current fiscal year rate.

This is an example of a PFY adjustment with the Calculate Fringe button used to add fringe lines:

‘GL Adjustment For Line

Q- Go
Tub org Object Fund Activity  Subactivity  Root Debit Credit Amount Line Desc LineType  Period Of Work Performed Calculate Fringe  Split  Delete
@ 370 32810 6050 521803 630188 0000 00000 0.00 494203 -4,04203 CADM KSG Test PFY R FY20240Q2 OCT-DEC NO m
@ 30 32810 6050 521803 630168 0000 00000 494203 000 494203 CADMKSG TestPFY A FY202501 JUL-SEP NO o
@ 370 32810 6270 521803 630168 0000 00000 0.00 1,566.62 -1,566.62 31.7% Fringe on 6050-6052 Exempt Staff salary FR NO m
@ 30 32810 6270 521803 630168 0000 00000 156662 000 1856662  317%Fringe on 6050-6052 Exempt Staf salary FA NO o
@ 0 a0 6271 521803 630468 0000 00000 000 7443 47443 9.6% VacFringe on 5050 Exempt Staffsalary W NO o
@ w0 a2ei0 6271 s21802 530188 0000 00000 7443 000 47443 0.6% VacFringe on 5050 Exempt Stafl salary w“ NO o
1-6

15. Scroll down to the GL Adjustment - Details subsection to see the applied adjustment.

This is an example of a PFY adjustment with the Calculate Fringe column set to “NO”, which informs the
nightly fringe allocation to not add CFY fringe. Fringe lines were already added using the Calculate
Fringe button.

Total Debit: 6.382.08 Total Credit 5,982.08 View Transactions n Payria | moaParron
Qr Go.
Line Number Tub Org Object Fund Activity Subactivity Root Debit Credit Amount Line Desc Line Type Calculate Fringe Period 0 Work Performed Transaction Type Msg
1 ar 2810 8050 521803 830188 L) 00000 b0 454203 -4 84203 CADM KSG Test PFY L HNO FY202402 OCT-DEC Payroll
T oo aszon 000 434203 CADMKSGTestPFY Ho Fra0zsat Juser Parol
3 an 2810 B270 521803 30158 0000 00000 000 1566.62 -1.566.62 31.7% Fringe of B050-6052 Exempt SLas salafy FR HNO Pagrall
4 W w0 s 003 8016 0000 w00 186682 000 186062 31.7%Frings on 6050-6052 Exampt st salany o no Pl
5 i 32810 n 521803 630168 000D 00000 0.00 4T4.43 -4T4.43 B.6% Vac Fringe on 6050 Exempd Stafl salary VR NO Paproll
& A w0 @M S8 63168 0000 00000 raan 000 7843 018% Vac Fringe on BOSO Exerpt Sta satary “ Ho Pl
6,983.08 6.982.08 000

This is an example of a CFY adjustment with the Calculate Fringe column set to “YES”, which informs the
nightly fringe allocation to add fringe at the CFY rate.

GL Adjustment - Details

Total Debit: 2,856.38 Total Credit: 2,856.38 View Transactions “ payroll | Non-Payroll
Q- o
Original Period Of
Line Tub  Org  Object Fund  Activity Subactivity Root Debit Gredit  Amount LineDesc -"° HulD  HupName ool | Calculate f oo tive Work Transaction g
Number Type Month Fringe Type
Date Performed
ksg test -
........................ 14- FY2025Q4
1 370 33240 6070 625804 636011 0026 00000 0.00 729.29 -729.29 cfy R 9’ MAY YES MAY-2025 APRJUN Payroll
testing
ksq test -
........................ 14- FY202504
2 370 33240 6070 625804 636011 0026 00000 364.65 0.00 364.65 cfy A 9 MAY YES MAY-2025 APRAUN Payroll
testing
Note:
Background color Editing Allowed

Line Description
Account Coding, Debit/Credit, POWP, Line Description

Grey
White
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16. Repeat the steps above for any remaining adjustment lines within the Selected Adjustment lines
subsection of the Harvard - GL Adjustment form. Additional lines can be added to the adjustment
using the Back to Search Page or Back to Search Results buttons, located near the top of the page.

17. Scroll to the bottom of the page and select Save which is found near the bottom right corner.
A notification containing the batch ID will appear.

18. Take note of the batch ID and select OK to exit the notification.
The Batch ID is now filled in at the top of the Harvard — GL Adjustment form.

19. At this point, the form may be closed and left for submission later. If the batch needs review, share
the batch ID with a team member to review and submit (see Reviewing a Saved Batch).

1. Any time after saving, the Validate button can be used to check the accounting coding.

20. If no time or no review is required, select Submit Batch which is found in the bottom right corner of
the Harvard - GL Adjustment form. A notification will appear warning that the submission cannot be
modified once it has been submitted.

Are you sure to submit this batch for GL processing?

This batch cannot be modified once submitted for processing.

| (oo [ o

21. Select Proceed to continue with the adjustment or Cancel to make changes to the adjustment.
A notification will appear informing the user whether the submission was successful or not.
If successful, the following message appears:

Concurrent Request with request id 91704355 submitted for

processing of Batch id 40520
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If unsuccessful, the following message appears:

Notification

Batch Validation for Batch 1D 40520 failed

22. For either notification, clicking Ok brings the user back to the journal batch.

If successful, to exit out of the current adjustment and begin a new one, select Reset near the top
right corner of the page. If done with GL-PCR, select Home or Logout in the top right corner.

If it was unsuccessful, review the lines for error (should be highlighted in red color).
Example of batch with one error:

GL Adjustment - Details
Total Debit: 79292 Total Credit: 792.92 View Transactions n Payroll | Non-Payroll
Q- Go
Line Line Payroll  Calculate  Original Period OfWork  Transaction
Mumber T Org  Object Fund  Actiiy Subactwity Root  Debit  Credit Amount Line Desc: Tpe HUD  HUDMName i P B e nsg
FY202504
1370 33240 6070 625804 636011 0024 00000 000 18038 18038  CADMksgtest R | s | emmmmmm——— No 120z RO Payroll
o Org notvalid with this
2 420 3240 6070 625804 636011 0024 00000 18038 000 18038  CADMKsgtest Lo | T | em—— WA No 11JUN-2025 Payroll Tub? (66400 - 66599)
APRAUN "FCOR 420 12

» Validate (the red highlighting will disappear if the new coding is valid)
» Submit Batch

1. The GL-PCR Standard Adjustment instructions are complete.
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GL-PCR Mass Adjustments

A Mass Adjustment is a General Ledger — Payroll Cost Redistribution (GL-PCR) batch that uses the Mass

Adjust feature of the tool.

1. Loginto Oracle using HarvardKey.

2. Once signed in, navigate to a HRVDAGLA... responsibility > Journals > HUGL - Journal Adjustment

Home

4 Bm HRVDAGL
[ Reports
4 Fm Journals
[ Enter
[& New Journal
[& Encumbrances

[& Allocations

I ;\ HUGL - Journal Adjustment

» Em Define

» Bm Generate
» B Other
» E® Inquiry

3. The Search GL Transactions tab of the HUGL - Journal Adjustments page will open.

* Fiscal Year v

* COA (enter at =
least 2 segments)
U8 org

Effective Date B -
Between
FromDate To Date

HUD

Journal Source

Search GL Transactions

* Period

Search Adjustment Batches

Object Fund

(J  Posted Date Between

FromDate

Joumnal Category b=

Redlassffication

Advanced Search @)

Activy Subsciivy Root

To Date

Position

woronse | & st | Q e | 9 e |
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4. Fillin fields to search for transactions to be journaled.

1. The fields with a red asterisk are required: Fiscal Year, Period, and 2 Chart-of-Accounts (COA)
segments. There are additional search fields which can be found by selecting the Advanced Search
button which is found near the top right corner of the screen.

Search GL Transactions Search Adjustment Batches Redassification

* Fiscal Year 2025 v *Period || SEP-24x =
* COA (enterat (270X = = (B050R] = = i= = =
least 2 segments)
e org Object Funa Actity Subsctiity Root
Effective Date B | - | DD-MON-YYYY £  Posted Date Between  DD-MON-YYYY B - ]
Between
From Date To Date FromDate: To Date
HUID =
Position

Journal Category

Journal Source

rrcas 1. | B seac ot

5. Select Search which is found near the bottom right corner of the screen.

1. The system is performing background security checks using HART reporting security & Oracle
General Ledger (GL) functional security. It will only show the results which are permitted by both
Oracle GL and HART for the user.

6. If search results are available, scroll through the lines to find the journal lines to adjust.

ORACLE’ HUGL - Journal Adjustment

Home. Logout
Logged In As i
Tota Debit 56878 Tota Creat 000
Qv Go  Rows 100 + Show Selected || <q BackTo Search | [N NE ]
12100 | >
[J 5o o Coaonpate  postebate  EfectveDate  JoumalMeader  Tub Oy Obct Fund  Actuy Subactuy Root  Debt  Credt  Amount Line Desc wup HuDName Pyl Joural Batch Name
Name Year MontnSource
PYRLOOS  BINOGO725 PYRLOGS
[J sUN25 2055 10UUNZ0ZS  TUUNZOS  TLUNZ0  PwiBIWestyUSD 370 3340 6050 625800 G301 0028 00000 254601 000 254801 REGRegular P WA FSOm  PSOMGesPA
cycle Pyrl 93626396

If the search did not produce results, the system will return with the following message:

Your search did not return results for any of the following reasons:

« There are no results for the period chosen
« The code combination is no longer valid
« Your user security does not allow the entered values

Click the Back to Search button and redefine the criteria.
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7. Select the check box in the far left column to choose the line(s) to be adjusted.
Note that the Total Debit and Total Credit fields (found above the search results) will reflect the total

debits and credits of all selected lines.

ORACLE" HUGL - Journal Adjustment
Home Logout

Logged In As

Total Debit 3,106.79 Total Credit 0.00

Qr Go Rows 100 v +/ Show Selected || <4 Back To Search |[ENJICEERSE]

1-100 | >

Payroll  Journal

[ %™ fS Cogondae  posteDate EfectveDate  JoumaiMeadsr  Tub  Org  Object Fund  Acty Subactwty ool  Debit  Credit Amount Line Desc oo HUID Name Batch ame
Name Year Wonth  Source

PYRLOOG-  BWOB0725 PYRLOC
“““““““““““ MAY  PSOn-  PSOngdePyiA

JUN-25 2025 1-JUN-2025  T1-JUN-2025  11-JUN-2025  Pyrl Bi Weekly USD 370 33240 6050 625809 636011 0028 00000 254801 000 254801 REGRegular 1
oclePyl 93636395

1. Object codes 6052, 6072, 6205, 6207 cannot be selected as these are vacation salaries/payouts
which are reimbursed from Benefits.
1 If looking for the exact month in which the payroll was paid, see the Payroll Month field
Note the Payroll Month field began in MAY-25 and is not filled in prior to that month.
1. If the check box appears lighter in color it cannot be chosen, hover over the box to reveal the batch

the line is in.

[\S' AUG-24 2025 21-AUG-2024 21-AUG-2024 2]

[Cannot Select, this transaction is already adjusted in Batch #39430.]

8. After choosing the line(s) to adjust, select Adjust Selected which is found near the top right corner.
The selected lines will appear in the Harvard - GL Adjustment form.

9. Add the Batch Description in the top left of the form, there is a maximum of 90 characters.

ORACLE’ HUGL - Journal Adjustment

Harvard - GL Adjustment

* Batch Descripion:  GADW gegtost GLEfectve Date: (030012025 8 Batch staus:  Pending Save
san D Baten Type:
Related Batch D Greated By HUID: Updated By HUID
File Generation Reauest D Greaton Date Update Date
B selected Adjustment lines
ar G Rows 50 - Roviow Al || Mass Adust || Remove Lines
[ Roviw "0 Croatondae PosedDaie  EfecimeDae  Joumalbeader T Org  Obect Fund  Actwy Swbacivy Root  Debt  Credt Amount LinoDosc wo  wovame PO oumaisource
4 [0 O JUN25  1JUNZ2S  TUNZ025  TIJUN225  PylBIWeeyUSD 370 33240 6050 625809 636011 0028 00000 229321 000 220321 REGRegular JUN PYRLOOS#S On-oyce Pyl
# [0 O UN25 tUN22S  1UNZ05  TAUN025  PiBiWeekyUSD 70 33240 6070 625804 6360 0025 00000 121548 000 121548  REGRegular g WY PYRLODOPSOnoyce Pyl

350869 000 350859

12

The red highlight on the line indicates that it has not been adjusted yet.

Ll

1 |f moving a federal sponsored award, please follow the Cost Transfer policy, including approvals and
naming convention.
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1. The batch GL Effective Date field defaults to the current date; please adjust to the appropriate
accounting date if needed. Only dates within GL periods which are accepting journals can be
chosen. This field determines the GL period.

1. Once the adjustment has loaded into Oracle, the Created By HUID will be appended to the batch
description.

10. Select Mass Adjust, which is near the top right corner of the Selected Adjustment lines section.

B selected Adjustment lines

Qv Go  Rows 50 v

Review All | Mass Adjust | Remove Lines

Period  Creat Effect
] Review Ne;":e '::t':" Posted Date :;:’e Journal Header Tub  Org  Object Fund  Activity Subactivity Root Debit  Credit Amount Line Desc HUID '

i All lines will now appear in the User Selected Adjustment lines section of the new window, found near the bottom.

11. The GL-PCR Mass Adjustment tool has three areas:
e Step 1: Enter Total Adjustment
e Step 2: Chart of Accounts Segments for Adjustment
e User Selected Adjustment lines and next steps

Mass Adjustments - Step 1: Enter Total Adjustment

o The Default Line Description defaults to match the Batch Description. It can be edited on this
screen; the text will be used to update all of the line descriptions in the Mass Adjustment.
There is a 100 character limit.

Step 1: Enter Total Adjustment

DefauttLine  cadm sdo

Description:

Adjustment | @) Dollar 0.00 Calculate Fringe (Current Year) No

Y

Percentage

Calculate Fringe (Prior Years) Ho

Step 1: Enter Total Adjustment

Calculate Fringe (Current Year) Ho
Calculate Fringe (Prior Years) Ho

DefaultLine  gadm sdg Adjustment Dollar
Description

y @ Percentage 0.00

e The Adjustment radio button allows either Dollar or Percentage to be chosen. When chosen, a box
appears next to the choice allowing the user to specify the exact dollar amount or percentage to
adjust for the journal batch. Fill in as desired:

» To adjust all lines with full total amounts, enter
Percentage = 100.00 or the entire dollar amount

The Total Selected Amount can be found in the lower left of the page in the User Selected Adjustment lines section.
> To adjust all lines with only a percentage of the total amounts, enter that percentage
» To adjust all lines with a specific amount of the total amounts, enter that dollar amount

e Calculate Fringe toggles can be set to Yes or No.

» Calculate Fringe (Current Year) = Yes, the nightly GL Fringe Allocation will calculate fringe lines
Calculate Fringe (Current Year) = No, the nightly GL Fringe Allocation will not calculate fringe lines
Calculate Fringe (Prior Years) = Yes, lines will be calculated in the GL-PCR tool
Calculate Fringe (Prior Years) = No, lines will not be calculated in the GL-PCR tool

YV V V
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Mass Adjustments - Step 2: Chart of Accounts Segments for Adjustment

COA - >
Tub

AcctDesc

Objeet

Activity

Subactivity

Percentage of Total Adjustment

Preview Adjustment Amount Below

© Dollar of Total Adjustment

0.00

Add COA
Clear COA

Adjust the Chart of Accounts (COA) segment field(s) to reflect the desired change.

Remember, payroll object codes cannot be reclassed within the tool, so leave the object field blank
when adjusting payroll.

The radio button in this section allows either Dollar or Percentage of Total Adjustment to be

chosen. When chosen, a box appears next to the choice allowing the user to specify the exact dollar
amount or percentage to adjust for the journal line.

After filling in the desired COA and radio button amount, select the Add COA button which is found

in the top-right corner of Step 2: Chart of Accounts Segments for Adjustment section.

>

Below are 3 examples to show different Mass Adjustment scenarios.
Example 1: Adjust all lines with full total amounts to one COA.

Step 1: enter 100%. Step 2: enter the new COA and Percentage = 100. Select Add COA. The
COA will be added, as shown below. The new fund is listed; the percentage is 100.

» The line can be edited using the pencil icon or deleted using the trash can icon.

Acct Desc

v

Edit Tub Org Object

Object

Fund

000750

v

Fund

000750 v

Activity

Activity  Sub Activity Root

v

~

Subactivity

Percentage

100.00

100.00

Dollar

702.00

702.00

v Dollar of Total Adjustment

Root
© Percentage of Total
Adjustment

Line Description Delete

o

Mass Adjustment - Prior Fiscal Year

Preview Adjustment Amount Below

Step 2: Chart of Accounts Segments for Adjustment

Add COA

100.00 ‘ Clear COA

>

(Optional) Select Preview Adjustment Amount Below to review the Adjustment Amount

column in the User Selected Adjustment lines area to confirm the changes to be made.

Qv

Tub  Org  Object Fund

370 33115 6050 627613

370 33115 6050 627613

User Selected Adjustment lines

Activity  Subactivity

634456

634456

Go

0001

0001

Rows 50

Root

00000

00000

Line Desc

REG Regular

REG Regular

Debit

438.75

263.25

Credit Amount

Total Selected Amount

Adjustment
Amount Huip

0 438.75 438.75 T

0 263.25 263.25 e

HUID Name

702.00

Validation
Error
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Example 2: Adjust all lines with full total amounts to two COA.

Step 1: enter 100%. Step 2: enter one of the new COAs and Percentage = 50.
Select Add COA. The COA will be added as shown below.

The new activity/sub-activity is listed; the percentage is 50.

» The line can be edited using the pencil icon or deleted using the trash can icon.

Step 2: Chart of Accounts Segments for Adjustment

COA: ~ v v v 334455 v 0000 ~ v Dollar of Total Adjustment Add COA
Tub org Object Fund Activity Subactivity Root
© Percentage of Total 50.00 Clear COA
Adjustment

Acct Desc

Edit Tub Org Object Fund Activity

Root Percentage  Dollar

Sub
Activity

634455 0000 50.00

50.00

353.42

353.42

Line Description

Mass Adjustment, Prior Fiscal Year, 2 COA Line

Changes

Delete

i

Preview Adjustment Amount Below

> Repeat the step 2 process again. Either use the Clear COA button (below Add COA) or
modify the line to enter the other new COAs and Percentage = 50. Select Add COA. Both
lines should now appear above the Preview Adjustment Amount Below button.

Acct Desc

Edit Tub Org Object Fund Activity A:tlijvbity Root Percentage Dollar Line Description Delete
634455 0000 5000 35342 Mass Adjustment, Prior Fiscal Year, 2 COA Line o
Changes
634458 0000 50.00 353.41 Mass Adjustment, Prior Fiscal Year, 2 COA Line m
Changes
100.00 706.83

Preview Adjustment Amount Below

» The line description for each new COA can be edited using the pencil icon. Click on the
pencil icon, update the line description in the pop up window, and click Apply Changes.
Lines created by this Mass Adjustment will inherent the edited line description after
applying the adjustment. Repeat the action for each Line Description as desired.

(Optional) Select Preview Adjustment Amount Below to review the Adjustment Amount
column in the User Selected Adjustment lines area to confirm the changes to be made.

User Selected Adjustment lines
Qv Go  Rows 50 v Total Selected Amount 706.83
Tub  Org Object Fund  Activity Subactivity Root Line Desc Debit Credit Amount Adiustment HUID HUID Name usiideton
Amount Error
370 33115 6050 627613 634456 0001 00000  REG Regular 609.33 0 60933 cooss [N -
370 33115 6050 627613 634456 0001 00000  REG Regular 97.50 0 9750 o750 | HNEEIE -
1-2
cocr
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> Example 3: Adjust all lines with only a percentage of the total amounts (or dollar amount)

> Step 1: enter partial percent (or dollar amount) the example below is using 80%.

Adjustment Dollar

© Percentage 80.00

> Step 2: enter the new COA and Percentage = 100. This will be 100 because in this example
it is being distributed to only one new COA. Select Add COA.

Dollar of Total Adjustment

o Percentage of Total 100.00
Adjustment

> (Optional) Select Preview Adjustment Amount Below to review the Adjustment Amount
column in the User Selected Adjustment lines area to confirm the changes to be made.

User Selected Adjustment lines

Q v Go Rows 50 v Total Selected Amount 498.46

Adjustment HUID HUID Name Validation

Tub org Object Fund Activity  Subactivity Root Line Desc Debit Credit Amount Amount Error

370 33240 6050 625804 636011 0022 00000 REG Regular 400.00 0 400.00 320.01 Gr

w70 | 320 | oo0 | szsens | ssaot1 | oots 20000 | REG Reguar e | o | sas S —
1.2
> Notice the Adjustment Amount is 80% of the Amount (400 x 80% = 320) (98.46 x 80% = 78.76).
> The tool will apply the remaining balance to the original COA, in this example that is 20%.
> The line can be edited in Step 2 using the pencil icon or deleted using the trash can icon.

Mass Adjustments - User Selected Adjustment lines and next steps

12. After Step 1, 2, and optionally previewing the Adjustment Amount column on the lines...

e If the Adjustment Amount column does not appear as desired, go back to step 2 and make changes.
Alternatively, the user can select the Back button in the bottom right to cancel the Mass Adjust.

e Select Mass Adjust, found near the bottom right corner, to apply the changes to the adjustment.

e A notification will appear warning, “Mass adjustment will overwrite any existing adjustments
created for these lines. Are you sure you want to continue?”

Mass adjustment will overwrite any existing
adjustments created for these lines.
Are you sure you want to continue?

.

e Select OK to apply the Mass Adjust changes. Or select Cancel to not make the changes. Either
choice exits out of the Mass Adjustment and returns to the journal batch.
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13. Scroll down to the GL Adjustment - Details subsection to see the applied adjustments.

GL Adjustment - Details

Total Debit: 1,150.08 Total Credit: 1,150.08 View Transactions: “ Payroll Non-Payroll
Qr Go
LieMumber Tub  Org  Object Fund  Actviy Subactviy Root  Debit  Credt  Amount  LineDesc  LmeType HUD  HUDName PayrollMonth  Calculate Fringe ~ Original Effective Date  Period Of Work Performed Transaction Type  Hsg
1 370 32840 6050 627560 630758 0000 00000 0.00 185.40 -185.40 R Jun YES 09-JUL-2025 FY202504 APR-JUN Payroll
2 30 3240 6050 627560 630758 0000 00000 18540 000 18540 A un ves 090012025 FY202504 APRIUN Pyl
1 370 32840 6050 627560 630758 0000 00000 0.00 24720 -241.20 ksgtest- CFY R JuL YES 09-JUL-2025 FY2026Q1 JUL-SEP Payroll
2 30 3240 6050 627560 630758 0000 00000 24720 000 24720 ksglest-OFY A n ves 090012025 FY202601 JUL-SEP Payral
1 0 3240 60s0 625804 636011 0048 00000 000 20785 20785 ksglest-CFY R N ves 090012025 FY202504 APRIUN Payral
2 370 33240 6050 625804 636011 0048 00000 207.86 0.00 207.86 ksgtest-CFY A Jun YES 09-JUL-2025 FY202504 APR-JUN Payroll
1 0 3240 60S0 625800 63601 0028 00000 000 50981 50961 keglest-CFY R L ves 090012025 FY202601 JUL-SEP Payral
2 370 33240 6050 625809 636011 0028 00000 50961 0.00 509.61 ksgtest- CFY. A Jur YES 09-JUL-2025 FY2026Q1 JUL-SEP Payroll
1 0 3240 60S0 625800 63601 0028 00000 000 001 001 lksglest-OFY R N ves 090012025 FY202504 APRIUN Payral
2 30 40 60s0 625800 636011 0028 00000 001 000 001 keglest-CFY A un ves 090012025 FY202504 APR-JUN Payrol

115008 1,150.08 0.00

1-10 0110

Note:

Background color Editing Allowed
Grey Line Description
White Account Coding, Debit/Credit, Line Description

o If the Calculate Fringe toggle was set to Yes:
> For CFY lines —the Calculate Fringe column has a “YES” in it, allows nightly allocation
> For PFY lines — the Calculate Fringe column has a “NO” in it, fringe lines are added in the tool
o If the Calculate Fringe toggle was set to No:
» For CFY lines — the Calculate Fringe column has a “NO” in it, no nightly allocation
> For PFY lines — the Calculate Fringe column has a “NO” in it, no fringe lines are added in the tool

14. Scroll to the bottom of the page and select Save which is found near the bottom right corner.
A notification containing the batch ID will appear.

15. Take note of the batch ID and select OK to exit the notification.
The Batch ID is now filled in at the top of the Harvard — GL Adjustment form.

16. At this point, the form may be closed and left for submission later. If the batch needs review, share
the batch ID with a team member to review and submit (see Reviewing a Saved Batch).

1 Any time after saving, the Validate button can be used to check the accounting coding.

17. If no time or no review is required, select Submit Batch which is found in the bottom right corner of
the Harvard - GL Adjustment form. A notification will appear warning that the submission cannot be
modified once it has been submitted.
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Are you sure to submit this batch for GL processing?

This batch cannot be modified once submitted for processing.

m Procesd

18. Select Proceed to continue with the adjustment or Cancel to make changes to the adjustment.
A notification will appear informing the user whether the submission was successful or not.
If successful, the following message appears:

Concurrent Request with request id 91704355 submitted for

processing of Batch id 40520

If unsuccessful, the following message appears:

Notification

Batch Validation for Batch 1D 40520 failed

19. For either notification, clicking Ok brings the user back to the journal batch.

If successful, to exit out of the current adjustment and begin a new one, select Reset near the top

right corner of the page. If done with GL-PCR, select Home or Logout in the top right corner.

If it was unsuccessful, review the lines for error (should be highlighted in red color).
Example of batch with one error:

Qv o

Line

s Tub Org Object Fund Activity  Subactivity Root Debit Credit Amount  Line Desc HUID HUID Name Lol Calcma Cosnatincne Poncd Oio fraseschcn

Line s
Type Month Finge  Date Performed Type ea

FY202504 APR-
2 420 32840 6050 627560 630758 0000 00000 185.40 000 18540 n | = JuN YES 09-JUL-2025 e Payroll 66599) "COR 420

Org notvalid with this Tub* (56400 -
12

20. Next steps are:

» Correct the coding in error
» Validate the batch again (the red highlighting will disappear if the new coding is valid)
> Submit Batch

1. The Mass Adjustments instructions are complete.
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Mass Adjustments — Balancing a Split Dollar Error

The following instructions assume you have an unbalanced Mass Adjustment and have received the
error stating, “Total of split dollar value $ should be equal to adjusted dollar value $,” shown below.
This occurs when the tool is unable to disperse funds equally and there is a resulting penny difference.
To continue the Mass Adjustment, the split values must be manually adjusted to correct the penny
difference.

1 error has occurred
= Total of split dollar value $385.35 should be equal to adjusted dollar value $385.33

1. Scroll to the Chart of Accounts Segments for Adjustment section of the page.

Acct Desc

Edit Tub Org Object Fund Activity Sub Activity Root Percentage Dollar Line Description Delete
000001 50.00 192.66 Transferring to 000001 ﬁ
000002 50.01 192 69 Transferring to 000002 ﬂ
100.01 385.35

Preview Adjustment Amount Below

2. Select the pencil icon for the line to alter; in this example the second line is selected.

1. The Edit Mass Adjust Line window will appear.

Tub ~
Org ~v
Object ~

Fund 000002 ~ Unrestricted Designated
Activity v
Subactivity ~
Root ~

Line Desc  Transferring to 000002

Adjustment Type ° Dollar 192 69

Percentage 50.01 %

Cancel Apply Changes

3. Select the Dollar radio button.
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Adjustment Type o Dollar

Percentage

192.69

50.01 %

4. In this example, a penny was removed from each of the existing line amounts because the error

informed us that this Mass Adjustment was off by -$0.02.
5. Select Apply Changes, found in the bottom-right corner.

The COA will be updated in the table below.

Acct Desc

Edit Tub Org Object Fund Activity Sub Activity Root

000001

000002

Percentage

50.00

50.00

100.00

Dollar

192.65

192.68

385.33

Line Description Delete
Transferring to 000001 ﬁ
Transferring to 000002 ﬁ

Preview Adjustment Amount Below

1. Review the table to confirm the changes to be made and then (optional) select Preview Adjustment
Amount Below. Review the Adjustment Amount column (found in the User Selected Adjustment

lines section) to confirm that the amounts are as expected.

Acct Desc

Edit Tub Org  Object Fund Activity Sub Activity Root

000001

000002

Percentage

50.00

50.00

100.00

Dollar

192.65

192.68

385.33

Line Description Delete
Transferring to 000001 ﬁ
Transferring to 000002 ﬂ

Preview Adjustment Amount Below

6. The adjustment is now balanced. Continue with the applying the Mass Adjust changes.
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GL-PCR Reclassification
1. Loginto Oracle using HarvardKey.
2. Once signed in, navigate to a HRVDAGLA... responsibility > Journals > HUGL - Journal Adjustment

Home

4 Bm HRVD*GL
[E Reports
4 | Journals
[E Enter
[& New Journal
[@ Encumbrances

[& Allocations

I [Z HUGL - Journal Adjustment I
» Em Define
» Bm Generate

» B9 Other

» B inquiry

1 If moving a federal sponsored award, please follow the Cost Transfer policy, including approvals
and naming convention.

3. When the HUGL Journal Adjustment page appears, select the Reclassification tab

ORACLE' HUGL - Journal Adjustment
Pl L3

Looped In As SO

st i Coret linanitad ||

Enter Details to Reclassify

4. Mandatory fields are noted by an asterisk*

e  Fiscal Year
e Period
e HUID
o Multiple users can be added to the list by querying one at a time
e Source Tub / Target Tub
e Transfer Amount
1. Multiple values can be chosen in a field
1 Note: 10 lines is the recommended maximum for one Reclassification session
o Response time will be significantly slower when adding more than 10 lines in one reclass session
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5. At least one set of the Source / Target segment values are required

e Source Org / Target Org
e Source Fund / Target Fund
e Source Activity / Target Activity
o  Source SubActivity / Target SubActivity (only can be used in conjunction with Activity)
o The Activity value must be changing to a different one in order to change the SubActivity

o The Source Fund is where the transaction is originally located, and the Target Fund is where the new
transfer amount will be relocated

6. Transfer Amount is located near the bottom, shown below in a red box.
The Transfer Amount does not include fringe. The Calculate Fringe toggle button defaults to Yes

e  Fringe is always calculated inside GL-PCR, it does not use the nightly Oracle allocation
e  Fringe will be an added amount to the Transfer Amount that is not visibly shown in this process
e To not move Fringe, set the Calculate Fringe toggle the button to No

ORACLE’ HUGL - Journal Adjustment

search o Trensacions ST e

Enter Details to Reclassify

il
¢

6070 = 2025 v AUG-24x

Object Fiscal Vear “Period Postion “HUD

*Source TUB “Target TUB

Source Org Target Org

Source Fund Target Fund

636011 v 000001 v

Source Actity Target Activty

Source SubActivy Target SubActivy.

Calcuite Fringe \

“Transfer Amount

i, To clear any of the fields, select the blank space above the information B
shown in the dropdown e o | ™™™
{ —
33240 - Ethics Ctr General ‘Target Fund
7. When all of the fields are as desired, select Add To List
e  This will create a line at the bottom of the screen
e The line can be edited using the pencil icon under the Edit column
~ o Theline can be deleted using the trash can in the Delete column
Edit Tub Object Fiscal Year Period Position Employee Number Source Fund Target Fund Amount Calculate Fringe Delete

D 100 2023 FEB-23 ] 000000 000001 100.00 N

e To create more than one ling, fill out the data points again and select Add to List button
o Keep in mind that the system will run faster with less lines
o The maximum recommended number of lines is 10
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e Example below shows the two lines added and Calculate Fringe column value =Y:

ORACLE HUGL - Journal Adjustment

Search GL Transactions Search Adjastment Batches Rechssification

Enter Details to Reclassify

a0 = s - A5 24> = I
[ “iscal vear peron Fustion ™o
a7 v 370 ~
Source TS Torget TUE
Sowrcn Org Tt Org
Source Fund Target Fuss
630758 - 001002 v
Saurce Actuly Turgat Acinty
Source SubAeiviy Tarzet Subsicity

“Tranater Amourt Calculate Froge

Eid  Obmct  Fiscaloar  Period  Posiion  EmployecMumber  Tubfrom  TehTo  SourceOry  TamelOrg  SowrceFand  Tewelfumd  SourceAcivily  TargetActvily  Source SubActivily Target Sub Acivity Calculate Fringe Amouni  Delede:

062 2075 nG2a 0 270 630758 ooauo? ¥ wos @
5050 2025 Aead o 0 530758 oo100z * wo W

8. When the batch is as desired, select Create Batch. The system will then create the GL-PCR
batch. Note, there may be a slight delay while this occurs since checks are being performed.

= [f the Transfer Amount is exceeded, a notification pop up will appear:

Reclass Batch cannot be Created

Entered amount exceeds the amount available
Please enter the amount less than the amount available

Cancel View Errors

e Select View Errors to see the line(s) in error.
o The Validation Report will show the Amount Entered and the Amount Available

Actions v
HUID source Tub Source Org Object Source Fund Source Activity Source Subactivity Position Number Period Amount Entered Amount Available
| 430 657009 MAR-24 300,00 000

e Review the Amount Entered and the Amount Available then click close
e Make the proper edits on the selection screen then click Create Batch again.
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9. If no erroris found, the summary batch lines are shown.
e Users should review all data on the screen, especially Transfer and Fringe Amounts.
e At this point, the user can choose to:
o Save Batch
=  When clicking Save Batch, the detail lines appear in the GL-Adjustment page
= Allows other users to review and adjust the batch if needed before choosing to
o Submit Batch
=  When clicking Submit Batch, the batch is immediately processed
= Allows user to see the batch fully submitted in the GL-PCR tool

ORACLE’ HUGL - Journal Adjustment

Logged In As n

Total Amount 25000 Total Transfer Amount 25000

Q- G Actonsy IOPRTEO <vcach | sumitgatcn

12

Line Numbor 1= Object FiscalYear Period  Position  Employee Number AmountAvalable SourceTub TargetTub SourceOrg TargetOrg SourcoFund TargetFund  Source Actvity Target Actity ~Source Subactivty ~Target Subactiity Transfor Amount ~ Retention Amount  Uniquekeyfield
1 eoso 2006 wuizs  pooosize NN 985 370 a0 340 a0 340405 s36011 - 002 - 16985 000 7928328102952
2 %0 mes iz rows [ECTERE a0 340 a0 340408 = 636011 - 0028 c a01a 127878 795850493111
152878 25000

i

10. For either choice (Save or Submit Batch), three pop-ups will appear:

e Are you sure you want to do the Reclassification? No / Yes

e Select the GL Effective Date for the Batch > Proceed
o Date must be in an open accounting period
Source Lines CCID validation completed successfully.

e The Batch ID number will appear in a new { Select GL Effective Date for Batch
notification (The screen shot is for a saved batch)

Reclassification Batch of Batch id 39598 saved successfully m

GL Effective Date
16-0CT-2024 B8

e Click Ok
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11. For Submit Batch, if an account coding is invalid, an error notification will appear:

1. For Save Batch, account coding is checked at submission.

Reclassification Batch cannot be submitted.
One or more lines are having invalid GL Account.

m View Errors

e Select View Errors to see the invalid code combination(s) in the Validation Report

12. The GL-PCR Harvard — GL Adjustment page will appear

e For asaved batch, the GL Adjustment page shows as allowing the batch to be
modified/reviewed before validating and submitting

e For a submitted batch, the GL Adjustment page shows as no modification allowed

ORACLE’ HUGL - Journal Adjustment
Home Logout

Logged In A

Harvard - GL Adjustment EYSE Tl Sack To search Page I Back To Search Results I Reset
* Batch Description: 50011-KG-Batch Reclass-30-JUL-2025 GL Effective Date: ~[B0-JUL-2025 S| Baton Status: Saved

ascts0
BatchID: 50011 BatchType:  Regular
Related Batch ID: created 8y Hu: | updatea ey Huo: |
File Generation Request D Creation Date: ~ 30-JUL.2025 11:23:22 Update Date: 30-JUL-2025 11:23:22

B selected Adjustment lines

[ G0 Rows 50 v Review All || Mass Adjust || Remove Lines

[] Review o CrostonDote posteadate Efectvedate  Jounmaibeadsr  Tb O Obect Fund  Actiy Subactwy Roo  Debt  Cregt  Amount LineDesc wo  wooname PO joumal source
7 [0 O 25 2300L205 2300L205 23UL2025  PyiBiWeekyUSD 370 33240 6050 346495 63601 0025 00000 12893 000 135893  REGRegular © PYRLO0SPS Oncle Py
7 O O JUL25 ooUL205 00UL2025 00UL2025  PyiBIWeskyUSD 370 33240 6050 346496 63011 0028 00000 16985 000 16985  REGReqular . PYRLOSPS Oncle Py

152879 000 152879

1-2

GL Adjustment - Details

Total Debit: 2,181.59 Total Credit: 2,181.59 View Transactions: “ Payrol  Hon-Payrol
) 6o
Wre b o Obet fma Ay Swacwy R D Creat  Amowt Unepese U o wmmeme AN ol Ok oMo Tamchn |,
1 a0 33240 6050 34495 636011 0028 00000 000 s tesms L T e R _ No oguuL20s  APRATIULpgg

e At this point, the batch is a regular GL-PCR batch.

e The Batch ID number in the upper left hand side.

e The preparer of the adjustment should manually notify the reviewer at this point.
o The reviewer would submit the batch when ready

Ll

The GL-PCR Reclassification instructions are complete.
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GL-PCR Filtering
Adding a filter can be helpful when reviewing applied adjustments.

Line Filters — Headers

1. Select the header of the field to filter the line. Line filters are available in both the Selected
Adjustment lines and the GL Adjustment — Details areas of the journal batch.
A dropdown will appear listing the values available to filter by.

2. Select the value(s) to filter the data.

GL Adjustment - Details
Total Debit: 1,150.08 Total Credit: 1,150.08 View Transactions: n Payroll  Non-Payroll
Q~ Go
LineNumber Tub  Org  Object Fund  Actvity Subactivity Root Debit Credit  Amount  LineDesc  LineType HUID HUID Name Payroll Month  Calculate Fringe ~ Original Effective Date  Period Of Work Performed  Transaction Type  Msg
1370 340 6050 62760 Tx | [k = 000 18540 -18540 R | e JUN YES 09-JUL-2025 FY202504 APR-JUN Payroll
2 a0 32840 6050 627560 Q Fitter 185.40 000 18540 A Gresnes ssssrassarien N YEs 09-JUL-2025 FY202504 APRJUN Payroll
1 370 32840 6050 62756q 630758 000 24720 24720  Ksgtest-CFY R o | o auL YES 09-1UL-2025 FY2026Q1 JUL-SEP. Payroll
2 370 32840 6050 627sed 636011 247.20 000 24720 ksgtest-CFY A G auL YES 09-1UL-2025 FY2026Q1 JUL-SEP Payroll
Ao aoen  anen eomons 0on on7es  on7os  kentsct cev o e i vee 00 onos EVonEnA 60D i Dourni

Lines that do not match the filter are no longer visible.

GL Adjustment - Details

Total Debit: 1,150.08 Total Credit: 1,150.08 View Transactions: “ Payroll  Non-Payroll
®

v | Activity = ‘630758 | X

LineNumber Tub ~ Org  Object  Fund  Activity ~Subactvity ~Root  Debit  Credit  Amount LineDesc  LineType  HUID HUDMName  Payroll Month  Calculate Fringe  Original Effective Date  Period Of Work Performed  Transaction Type  Msg
1 370 32840 6050 627560 630758 0000 00000 0.00 18540  -185.40 R Grmms | mmmmmmm | Qg YES 09-JUL-2025 FY202504 APR-JUN Payroll
2370 32840 6050 627860 630758 0000 00000 185.40 000 185.40 A e s Jun YES 09-JUL-2025 FY202504 APR-JUN Payioll
1 370 32840 6050 627560 630758 0000 00000 000 24720 -24720  ksglest-CFY R Lo TR YES 08-JUL-2025 FY202601 JUL-SEP Payoll
2 370 32840 6050 627560 630758 0000 00000 247.20 000 24720 ksgtest-CFY A Grseras | seessesssens Ju YES 08-JUL-2025 FY202601 JUL-SEP Payioll
43260 43260 0.00
1-40r4

3. Toremove the line filter, select the X found to the right of the filter.
It is important to remove line filters prior to continuing, including when selecting Mass Adjust.

Total Debit: 1,150.08 Total Credit: 1,150.08 View Transactions: n Payroll  Non-Payroll
@
5 ey s

LineNumber ~Tub  Org  Object  Fund  Activity ~Subactivity ~Root  Debit  Credit  Amount  LineDesc  LineType HUID HUDName  PayrollMonth  Calculate Fringe  Original Effective Date  Period Of Work Performed  Transaction Type  Msg
1370 32840 6050 627560 630758 0000 00000 000 18540  -185.40 R G | e | YES 09JUL-2025 FY202504 APR-JUN Payroll
2 370 32840 6050 627860 630788 0000 00000 185.40 000 18540 A JuN YES 09-JUL-2025 FY202504 APR-JUN Payroll
1370 32840 6050 627560 630758 0000 00000 000 24720 24720  ksgtest-CFY R g | s | QL YES 09JUL-2025 FY2026Q1 JUL-SEP Payroll
2 370 32840 6050 627860 630788 0000 00000 24720 000 24720 ksgtest-CFY A Grremees s JuL YES 09-JUL-2025 FY202601 JUL-SEP Payroll

43260 43260 0.00

1-40f4

Line Filters — Go
The Go button is another method to filter the lines. It is used with the magnifying glass drop down, or
with added criteria in the box to the left of Go, to run the desired filter on the lines below it.

B selectea Agustment ines

Review Al || Mass Adust || Remove Lines

@ T umsiteser T O Oect funa  Actwy Subsciwy oot Oebt Credt Amount nepesc W wtame P ourme source e ame

W ww wn
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Line Filters — Review Column

1.

In the Selected Adjustment lines section, there is a Review Column. It has a round circle in it.

B selected Adjustment lines

Qv

Period

O [Revew | 'ome

g|o
i =1Ke]

APR-25

APR-25

6o

Creation Date

16-2PR-2025

28-11AR-2025

Rows 50

Posted Date  Effective Date Journal Header Tub  Org  Object Fund  Activity
16-APR2025  16-APR2025 Pyl BiWeekly USD 430 3951 6050 023409 675260
01-APR2025 ~ 01-APR2025 Pyl PSAccruals Biweekly USD 430 39511 6050 023409 675260

Subactivity

0000

0000

Root  Debit
00000 65385
00000 0.00

653.85

Credit  Amount

000 65385
65385 65385
653.85 000

Line Desc

REG Regular

Validated GL account code

Review All || Mass Adjust || Remove Lines
Payroll
HUD HUID Name s Journal
- PYRLO0SPS
- PYRLO03-PS
1-2

2. When clicked on, the line is chosen for review. The GL Adjustment Details below shows all the
related lines to that adjustment. In the example below, the top line is chosen, and the two
corresponding lines show below in the GL Adjustment — Details area.

Bl selected Adjustment lines

Q-

O o 2
S 0 @ wwras
2 O O wrzs

Go

Creation Date

16-4PR-2025

28-MAR-2025

Rows 50

PostedDate  Effective Date. Journal Header Tub  Org  Object Fund  Activity
16-4PR-2025  16-4PR-2025  Pyrl Bi Weekly USD 430 3951 6050 023409 675260
01-PR2025  O1APR2025 Pyl PS Accruals Biweekly USD 430 30511 6050 023400 675280

Subactivity

0000

0000

Root  Debit
00000 65385
00000 0.00

653.85

Credit  Amount

000 65385
65385 55285
653.85 0.00

Line Desc

REG Regular

Validated GL account code

Review Al || Mass Adjust || Remove Lines

HUID HUDName POl Journal
Month

g PYRLO0S-PS

s | semmmereseseronoes PYRLO03.PS

1-2

GL Adjustment - Details

Total Debit:
Q- o
Line Number  Tub Org Object
1 43 351 6050
2 4w 31 60s0

1,315.15

Fund  Activity
023409 675260
000001 B57009

Subactivity  Root  Debit
0000 00000 0.00
0000 00000 653.85

653.85

Total Credit:
Credit  Amount
65385 65235

000 65385
653.85 0.00

1,315.15
LineDesc  Line Type HUID HUID Name.
sdotest R .
sdotest A [ .

button by clicking on the Review All button. Then try again.

Payroll Month

View Transactions: “ Payroll

NO.

No

Calculate Fringe

16-4PR-2025

16-4PR-2025

Original Effective Date

Non-Payroll
Period Of Work Performed ~ Transaction Type  Msg
FY202504 APR-JUN Payroll
FY202504 APR-JUN Payroll

If the review button does not appear to be working with the line chosen, deselect the review

3. To de-select the review line(s), click on the Review All button in the upper right corner.

Bl selected Adjustment lines

Qv
Period

[) Review 7o

s 0 APR25
/2 0 O ama

Go

Creation Date

16-APR2025

28-0AR 2025

Rows 50

Posted Date

16-APR2025

01-APR2025

Effective

e Journal Header Tub
16-APR-2025  PyriBi Weekly USD. a0
O1-APR2025  PyrlPS Accruals Biweskly USD 430

org  Object
51 600
51 600

Fund  Activity Subactivity Root
023409 67s280 0000 00000
023409 67s280 0000 00000

Debit

ssz.es

0.00

653.85

Credit  Amount Line Desc
000 65385  REGReguar

65385 65385 Valdated GL account code

65335 000

HUD  HUD Name

-

E—

Mass Adjust || Remove Lines

Payroll
15 Batch

Journal Source

PYRLODS.PS On-cyce Pyrl  BIN041225 PYRLO0-PS C

PYRLO03-PS Accrusks 037282025 PYRLOD3-PS £

GL Adjustment - Details

Total Debit:
%3

Line Number  Tub

1 4

2 e

1 43

2 e

1 4

2 e
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o

Org  Objest  Fund
sesn 6s0 023409
s 6050 000001
esn 600 023408
s 6050 000001
ses1 e 023409
st ese0 023408

1,315.15

Activity
675260
675260
675260
ss7009
675260

75280

Subactivty  Root  Debit
o000 00000 ssaas
o000 00000 000
o000 00000 000
o000 00000 ssas
o000 00000 000
0000 00000 7.5

131515

Total Credit:
Credit  Amount
000 esaes
esses  esaes
65385 65385
000 essas
745 745
000 7.8
131515 000

131515
LineDesc  LineType HUID HUID Name
sdotest R e
sdotest A e
sdotest R L
sdotest A e
sdotest R o s
sdotest A s s

Payroll Month

View Transactions:

Calculate Fringe

an

Original Effective Date:

01-APR2025

01-APR2025

16-APR2025

16-APR2025

22.APR2025

22.APR2025

Non-payroll

Period Of Work Performed  Transaction Type  Msg
FY202504 APRIUN Payrol
FY202504 APRIUN Payrol
FY20250¢ APR-IUN Payrol
FY202504 APRIUN Payrol

PeaRD

PeaRD

s
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Line Filters — View Transactions
In the GL-Adjustment — Details section, there is a View Transactions toggle button.
It quickly selects using object code: All, Payroll, Non-Payroll to be viewed in journals which have both.

Example of All (6 lines):

GL Adjustment - Details

Total Debit: 1,316.15 Total Credit: 1,315.15 View Transactions: “ Payroll Non-Payroll
Q- 6o
Line Number  Tub Org Object Fund Activity  Subactivity Root Debit Credit Amount  LineDesc Line Type HUID HUID Name: Payroll Month  Calculate Fringe ~ Original Effective Date  Period Of Work Performed  Transaction Type ~ Msg
1 430 30511 6050 023400 675260 0000 00000 653285 0.00 653.85 sdotest R Fraas SR NO 01-APR-2025 FY2025Q4 APR-JUN Payroll
2 430 351 6050 000001 675250 000D 00000 000 65385 65385 sdotest A e No 014PR 2025 FY202504 APR-JUN payroll
1 430 3051 6050 023400 675260 0000 00000 000 65385 65385  scotest R g e NO 16-4PR 2025 FY202504 APR-JUN Payroll
2 430 351 6050 000001 657009 000D 00000 65385 000 65385  scotest A e No 16-4PR2025 FY202504 APR-JUN payroll
1 430 39511 6640 023409 675260 0000 00000 0.00 745 745 sdotest R e Srmm—— YES 22-APR-2025 PCARD
2 430 39511 6660 023409 675260 0000 00000 745 0.00 745 sdo test A NO 22-APR-2025 PCARD

131515 131545 0.00

Example of Payroll (4 lines):

Total Debit: 131515 Total Credit: 1,315.15 View Transactions | an Non-Payroll
Qv 6o

LineNumber Tub  Org  Object  Fund  Actvity Subactwity Root  Debit Credit  Amount LineDesc LineType HUID HUID Name Payroli Month ~ Calculate Fringe ~ Original Effective Date  Period O Work Performed ~ Transaction Type  Msg
1 430 30511 6050 023400 675260 0000 00000 85385 000 65385  sdotest R g | Smmmmmm no 01APR2025 FY202504 APR-JUN Payroll
2 430 39511 B80S0 000001 675260 0000 00000 000 65385 65385  sdotest A g no 01-APR-2025 FY202504 APR-JUN Payroll
1 430 39511 6050 023400 675260 0000 00000 000 65385 65385  scotest R e | wm———— no 16-APR-2025 FY202504 APRJUN Payroll
2 430 39511 GOS0 000001 657009 0000 00000 65385 000 65385  sdotest A no 16-APR-2025 FY202504 APR-JUN Payroll

130770 1,307.70 0.00

Example of Non-Payroll (2 lines):

GL Adjustment - Details

Total Debit: 131515 Total Credit: 1315.15 View Transactions: Al Payroll
Qv Go
LineNumber ~Tub  Org  Object  Fund  Actvity Subactivity ~ Root  Debit Credit Amount LineDesc LineType HUID HUDName  PayrollMonth  CalculateFringe  Original Effective Date  Period Of Work Performed  Transaction Type  Msg
143 3051 6640 023400 675260 0000 00000 000 745 745 sdotest R g | e YES 22APR2025 FCARD
2 43 30M BEED 023400 675280 000D 00000 745 000 745  sdofest A s s NO 22.APR-2025 PCARD
745 745 000

.

1| GL-PCR Filtering instructions are complete.
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GL-PCR Batch

Reviewing a Saved Batch
1. Within the GL-PCR, select the Search Adjustment Batches tab to the right of the Search GL
Transactions tab.

Search GL Transactions Search Adjustment Batches Reclassification

TuB = Batch ID Your Recent Batches v

Description Created By =
08-NOV-2024

Enter few characters to search.
39623-KG-Batch Reclass-089623
Creation B - (] NOV-2024
Date
From Date To Date

ksg test 2 30622 >

39621-KG-Batch Reclass-089621

NOV-2024

ksg test 30620 >
Search Batch Q 39619-KG-Batch Reclass-08%619 >

NOV-2024

07-NOV-2024

1 If you created/updated a batch, your most recent batches will be listed on the right under Your
Recent Batches and can be selected to go directly to that batch.

2. Fillin fields that will help narrow down the search. In this example, the Batch ID field is used.

Search GL Transactions Search Adjustment Batches Redlassification

TuB = Batch ID | 39603 ‘ Your Recent Batches v

Description Created By

08-NOV-2024
Enter few characters to search.
39623-KG-Batch Reclass-089623 >
Creation SN - 8 NOV-2024

Date

From Date To Date ksg test 2 B >

39621-KG-Batch Reclass-089621 >

NOV-2024

ksg test 39620 >
© clear 39619-KG-Batch Reclass-089619 >

NOV-2024

07-NOV-2024

3. Select Search Batch.

4. If search results are available, scroll to find the desired batch and select the arrow icon in the
Review/Modify column.

Qv Search
Batch ID Creation Date Created By - HUID Created By - Name Batch Description Batch Status Review/Modify Related Batch Id Related Batch Type
39603 30-OCT-2024 A I 39603-KG-Baich Reclass-30-OCT-2024 In-Process @
Batch Status Action
In-Process Can be modified
Submitted Cannot be modified

If the search did not produce results, click the Back to Search button and redefine the criteria.
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5.

6.

Review the batch.

Harvard - GL Adjustment 51 Download Batch Back To Search Page I Back To Search Results I Reset I

* Batch Description:  39603-KG-Batch Reclass-30- GL Effective Date: (@] Batch Status:  Saved
OCT-2024
34 of 90
Batch ID: 39603 Batch Type: Regular
Related Batch ID: Created By HUID: - Updated By HUID: -
File Generation Request ID: Creation Date:  30-OCT-2024 10:06:47 Update Date:  30-OCT-2024 10:06:47

Qv Go  Rows 50 Review All || Mass Adjust

If the batch satisfies your review and has not been submitted, check that the GL Effective Date at the
top of the form is in the accounting period desired then select Submit Batch, which is found in the
bottom right corner of the Harvard - GL Adjustment form. A notification will appear warning that
the submission cannot be modified once it has been submitted.

Are you sure to submit this batch for GL processing?

This batch cannot be modified once submitted for processing.

m Froceed

7. Select Proceed to continue with the adjustment or Cancel to make changes to the adjustment.
A notification will appear informing the user whether the submission was successful or not.

If successful, the following message appears:

Notification

Concurrent Request with request id 91704355 submitted for

processing of Batch id 40520

If unsuccessful, the following message appears:

Batch Validation for Batch 1D 40520 failed

8. For either notification, clicking Ok brings the user back to the journal batch.
If successful, to exit out of the current adjustment and begin a new one select Reset near the top
right corner of the page. If done with GL-PCR, select Home or Logout in the top right corner.
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If it was unsuccessful, review the lines for error (should be highlighted in red color).
Example of batch with one error:

GL Adjustment - Details

Total Debit: 792.92 Total Credit: 792.92 View Transactions: MUY payrol  Non-Payroll
Qv Go
Line Line Payroll  Calculate  Original Period OfWork  Transaction
Number Wb OO Oblect  Fund  Actvty Subactiity Root  Debit  Credit  Amount Line Desc. Tpe HUD  HUDName e e D e Msg
FY202504
1 370 33240 6070 625804 636011 0024 00000 000 18038 18038  CADMksgtest R 5 Ay No 1aunzo2s TRV Payroll

FY202504 Org notvalid with this

2 420 3240 6070 625804 636011 0024 00000 18038 0.00 18038  CADMksgtest R 174 NO  110UN2025 Payall Tub* (66400 - 56598)
APRAUN AFCOR 42012

» Correct the invalid coding
> Validate (the red highlighting will disappear if the new coding is valid)
» Submit Batch

1. Reviewing A Saved Batch instructions are complete.
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Removing a Line from a Batch

Please note that the following instructions assume the Batch status is “In Process” or “Saved”.
Lines cannot be removed from batches in which the Batch status is “Submitted”.

There are 2 methods to remove lines, both are noted below.
Method 1 shows how to remove one line. Method 2 shows how to remove multiple lines (up to 100).

1. Locate the line to be removed in the Selected Adjustment lines section.

ﬂ Selected Adjustment lines
Qv Go  Rows 50 v Review All || Mass Adjust | Remove Lines

[7] Review :‘a':: CreationDate  Posted Date  Effective Date Journal Header Tub  Org Object Fund  Activity Subactivity Root Debit  Cred

4 [0 O 25 090UL2025  09UL2025  09-JUL-2025  Pyrl Bi Weekly USD 370 32840 6050 627560 630758 0000 00000 18540  0.0C

7 [0 O  aue2s 12AUG2025 12.AUG-2025  12-AUG-2025  Pyrl Bi Weekly USD 370 32840 6050 627560 630758 0000 00000 18540 0.0C

4 [0 O 25 0suL2025  09JUL2025  09-JUL-2025  Pyrl Bi Weekly USD 370 32840 6050 627560 630758 0000 00000 24720 0.0C

.'. D O JUL-25 09-JUL-2025 09-JUL-2025 09-JUL-2025 Pyri Bi Weekly USD 370 33240 6050 625809 636011 0028 00000 509.61 0.0C

4 [ O 25  090UL2025  09UL2025  09-JUL-2025  Pyr Bi Weekly USD 370 33240 6070 625804 636011 0025 00000 34248 0.0C

4 [0 O uzs  230uL2025  23UL2025  23-JUL-2025  Pyrl Bi Weekly USD 370 33240 6050 625809 636011 0028 00000 407682  0.0C
554691  0.00

Method 1:
2. Use the scroll bar, found at the bottom of the Selected Adjustment lines section, to move to the far
right - all the way to the end.

= Selected Adjustment lines

Qv Go Rows 50 v Review All Mass Adjust || Remove Lines

Customer  Ar Ar on
[ tessiiction pesc Ar customer CUGOMr Y o ot CftEfective  Rso Gt Invoice Invoice Purchase Tansaction Lo lop

Comment  Name , P Month Advice Units  No Dt  OrderNo Type aterevEk
Leation I Number
Num

[ onal Activities 02-JUL-2018 0 Payroll 7928328-10149-1 o
) onal Activities 02-JUL-2018 0 Payroll 8013282-9275-2 o
[ onal Activities 02-JUL-2018 0 Payroll 7928328101492 1
[) Administration Expenses 29-SEP-2010 0 Payroll 7928328-10302-1 o
[C) Administration Expenses 21-MAR-2001 0 Payroll 7928328157453 |
[) Acministration Expenses 29-SEP-2010 0 Payroll 7958504-9315-1 o

3. Select the Trash Bin icon, found in the Remove column, of the line to remove it from the batch.

A notification will appear asking, “Are you are sure you want to remove this line and all related
adjustments?” Select OK. The line and any related adjustments have been removed.

B sclected Adjustment lines
Go Rows 50 v Review All Mass Adjust Remove Lines

[] Review :‘:’:’: Creation Date  Posted Date  Effective Date Journal Header Tub Org  Object Fund  Activity Subactivity Root Debit  Cred

Ed D O JuL-25 09-JUL-2025 09-JUL-2025 09-JUL-2025 Pyrl Bi Weekly USD 370 32840 6050 627560 630758 0000 00000 185.40 0.0C
ke D O AUG-25  12-AUG-2025  12-AUG-2025  12-AUG-2025  Pyrl Bi Weekly USD 370 32840 6050 627560 630758 0000 00000 185.40 0.0C
d D O JUL-25 09-JUL-2025 09-JUL-2025 09-JUL-2025 Pyrl Bi Weekly USD 370 32840 6050 627560 630758 0000 00000 247.20 0.0C
e D O JUL-256 09-JUL-20256 09-JUL-2025 09-JUL-2025 Pyrl Bi Weekly USD 370 33240 6050 625809 636011 0028 00000 509.61 0.0C
K4 D O JUL-25 09-JUL-2025 09-JUL-2025 09-JUL-2025 Pyrl Bi Weekly USD 370 33240 6070 625804 636011 0025 00000 342.48 0.0C

1,470.09 0.0C

4. The batch is automatically saved after the delete.
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Method 2:

2. Inthe Selected Adjustment lines section, there is a checkbox column next to the Review column.
Use the checkbox to select the lines to be deleted.

= Selected Adjustment lines
Qv Go  Rows 50 v Review All || Mass Adjust | Remove Lines
D Review :f;::: Creation Date Posted Date Journal Header Tub Org Object Fund Activity Subactivity Root Debit Credit Amount Lil
] O  san25  08UAN-2025  08-JAN-2025  Pyrl Bi Weekly USD 370 33240 6070 625804 636011 0025 00000 59690  0.00 596.90  HOL Hol
] O an25  o0suaN-2025  08UAN-2025  PyriBi Weekly USD 370 33240 6070 625804 636011 0024 00000  1,11838 000  1,118.38  HOL Hol
] ©O an25  o08uaN-2025  08-UAN-2025  Pyri Bi Weekly USD 370 33240 6070 625800 636011 0024 00000 47930 0.00 47930  HOL Hol
] O  san25  08UAN-2025  08-JAN-2025  Pyrl Bi Weekly USD 370 32920 6070 625020 631558 0000 00000 22354 0.00 22354 HOL Hol
] O  san25  08UAN-2025  08-JAN-2025  Pyrl Bi Weekly USD 370 33240 6070 625800 636011 0024 00000 13915 0.00 13915 HOL Hol
O] O an25  o0suaN-2025  08UAN-2025  Pyri Bi Weekly USD 370 32920 6070 625020 631558 0000 00000 6490  0.00 6490  HOL Hol
O] ©O an25  08uaN-2025  08-UAN-2025  Pyri Bi Weekly USD 370 33240 6070 624554 801360 0000 00000 7788 0.00 77.88  HOL Hol
L 302474 000 302474
1-8

i The checkbox at the top of the column will choose all the lines in a batch.
Line removal was designed to handle 100 lines at a time. Please refrain from attempting more.

3. Once the desired lines have been selected, click the Remove Lines button

= Selected Adjustment lines
Qv Go  Rows 50 v Review All || Mass Adjust

D Review PNear::: Creation Date Posted Date Journal Header Tub Org Object Fund Activity  Subactivity Root Debit Credit Amount Lil
D o JAN-25 08-JAN-2025 08-JAN-2025 Pyrl Bi Weekly USD 370 33240 6070 625804 636011 0025 00000 596.90 0.00 596.90 HOL Ho
O JAN-25 08-JAN-2025 08-JAN-2025 Pyrl Bi Weekly USD 370 33240 6070 625804 636011 0024 00000 1,118.38 0.00 1,118.38 HOL Hg
D O JAN-25 08-JAN-2025 08-JAN-2025 Pyrl Bi Weekly USD 370 33240 6070 625800 636011 0024 00000 479.30 0.00 479.30 HOL Hg
O JAN-25 08-JAN-2025 08-JAN-2025 Pyrl Bi Weekly USD 370 32920 6070 625020 631558 0000 00000 223.54 0.00 223.54 HOL Hg
D O JAN-25 08-JAN-2025 08-JAN-2025 Pyrl Bi Weekly USD 370 33240 6070 625800 636011 0024 00000 139.15 0.00 139.15 HOL Hg
D O JAN-25 08-JAN-2025 08-JAN-2025 Pyrl Bi Weekly USD 370 32920 6070 625020 631558 0000 00000 64.90 0.00 64.90 HOL Hg
O JAN-25 08-JAN-2025 08-JAN-2025 Pyrl Bi Weekly USD 370 33240 6070 624554 801360 0000 00000 77.88 0.00 77.88 HOL Hg

3,024.74 0.00 3,024.74

4. After selecting the Remove Lines button, a pop up will appear asking if you are sure you want to
remove the selected lines and all their related adjustments. Click OK

| Are you sure you want to remove the Selected
lines and all their related adjustments?

Cancel n

1. The instructions for Removing a line from a Batch are complete.
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Adding a New Line to a Batch

1. While in your batch, to add a new line select Back to Search Page, found near the top right corner of

the page.

1 If you recently did a search for transactions and the data you desire is on those results, try the
Back to Search Results button then skip to step 4 below.

* Batch Description. k5 test

aors0
Batch D 50435
Related Batcn ID:

File Generation Request D

Rows 50 v

Q- co

Harvard - GL Adjustment [EY S .. o scarch Page I Back To Search Results I Reset I

oLEmecvo bate. [prAUGZ0B =]

Batch Type:  Regular
Createa By HUD 11683681

Greation Date:  25-AUG-2025 09:34:04

B selected Adjustment lines

Baten Status:  Pending Save

Updated By HUID 11683681

Update Date:  26-AUG-2025 09:34:04.

GreationDate  PostedDate  Teen’® Journal Header Tub  Org  Object Fund  Activity Subactivity Root  Debit  Credit  Amount

Parioa
[ roview s

00UUL2025  004UL2025  00UL2025  PyrlBi Weekly USD 370 32840 6050 627560 630755 0000 00000 18540 000 18540  REG Regular 2

20 O wa

2. Onthe Search GL Transactions tab of the HUGL - Journal Adjustment page, fill in the desired fields.

Search GL Transactions

* Fiscal 2025 v * Period OCT24%

Year

*COA (en- 91X = = 6050 X

ter at least 2

segments) Object

TUB

(=) DD-MON-YYYY B

Effective
Date

Between To Date

From Date

HUID

Journal
Category

Journal
Source

Return To Batch =

Search Adjustment Batches

Fund

Posted Date  DD-MON-YYYY 5
Between

From Date

Reclassification

Advanced Search @

Activity Subactivity Root

DD-MON-YYYY

To Date

Position

3. Select Search to find the journal line(s) to add to the GL-PCR batch.
4. Select the check box of the line(s) to be adjusted.

Total Debit 147009 Total Credit -198.57
Qv Go  Rows 100 v / Show Selected || 44 Back To Search |[NTINEECY]
1-100 | >
[] Perod  Fisea
e o CreationDate PostedDate  EffectiveDate  JournalHeader T Org  Object Fund  Activity Subactivity Root  Debit  Credit  Amount Line Desc HUID HUID
JUL25 2026  25UN-2025  02JUL-2025  O1-JUL-2025 m‘;zx;’;a‘s 370 33240 6070 625604 636011 0025 00000 000 19807  -198.97 \E/sgdam GLaccount  guens e

5. With the line(s) chosen, select Adjust Selected.
The newly added line(s) will be included in your current batch.
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Harvard - GL Adjustment Back To Search Page
+ Batch Description: | ga test GLEffectve Date. [p5AUG 2025 =] Batch Status:  Pending Save
sorso
BacniD 50435 Baen Type:  Regular
Refated Batch 1D Grealed By HUD. 11683681 Updatea By HUID. 11683681
File G Request ID: Creation Date:  26-AUG-2026 09:34:04 Update Date:  26-AUG-2025 09:34:04
B selected Adjustment lines
Q- Go  Rows 50 - A || Mass Adjust || Remove Lines
Perio Efrective
[ Review %% Creauonpate  Postedpate fec Tub  Org  Object Fund  Activity Subactivity Root  Debit  Credit  Amount Line Desc v
4 [0 O w25 oowims  oowL205  0sWL2025  PyrBiweeky UsD a0 a0 eoso  earseo  eaorss 0000 doo0 18540 000 16540  REGReguiar B
2 [0 O uoes 12As202  12AUG2025  12AUGZ025 Py Bivieeky USD 370 om0 o0 ez ew07ss 0000 d000 18540 000 18340  REGRequi .
4 [0 O wwzs  ovwizoss  00uL2025  09WL2025 Py B vieeky USD 30 a0 o0 ez ew07ss 0000 0000 24720 000 24720 REGReaur s
4 [0 O wizs  oouizozs  00uuL2025  00UL2025 Py BiWeeky USD 50 om0 o0 exseoo  eseort 0026 00000 s0st 000 50081  REGReour '
4 [0 O 25 00uL2025  00UL2025  00WUL2025  PyrliWesky USD 370 ss20 6070 e2se04  G360M 0025 00000 34248 000 34245  HOLHolday Pay 3
4 [0 O os  2sumzms 02002025  O1UL2025  PyrPSAccriaisGweekyUSD 70 33240 G070 625804 63601t 0025 a0000 000 19807 10807  Vaidated GLaccountcode 3
147000 1ses7__ 12712

1. The new line will have red highlighting since it has not been adjusted yet.
6. Continue to adjust the journal batch as normal.

1. The instructions for Adding a New Line to a Batch are complete.

Reversing a Submitted GL-PCR Batch

GL-PCR batches can be reversed from within the GL-PCR tool. Exceptions noted below.

1. Reversing a batch will auto-generate a reversal batch which will then release the lines that were
originally selected for re-selection.

1. Select the Search Adjustment Batches tab and enter the original batch’s batch ID.

Search GL Transactions Search Adjustment Batches

Batch ID ’ 14| ‘ Your Recent Batches

TUB

Description Created By

111

02-FEB-2023
Enter few characters to search
REVERSAL-Prior Year 1

Creation = B Adjustment - PEK
Date
From Date To Date

01-FEB-2023

Reselected lines for Origin
ID/Reversed ID: 2/14019

Reselected lines for Origin

5 ID/Reversed ID: 70/14021
Search Batch Q

2. Select the Search Batch button.

3. Open the batch from the search results by selecting the arrow icon in the Review/Modify column.

37| Page



HARVARD

UNIVERSITY

HUIT / ATS
GL-PCR User Guide

4. In the top right section of the screen, select the Reverse Batch button.

Logged In As

I:EUL] Download Batch Reverse Batch ‘ Back To Search Page I Back To Search Results I Reset l

A pop-up window will appear:

Reverse Batch

Are you sure you want to reverse this batch?

5. Toreverse the batch, select Yes.

o

6. Select a GL Effective Date in an open GL period,

then click Proceed.

Batch validation completed successfully.
Select GL Effective Date for Reversal Batch

GL Effective Date
15-FEB-2023 6

m

7. A pop-up Notification window will appear with the Request ID.
Select OK.

Notification

Concurrent Request with request id 61277758 submitted for

processing of Batch id 14028

8. The window will navigate automatically to the submitted Reversal batch.

Harvard - GL Adjustment () Download Batch Back To Search Page I Back To Ssarch Results I Resot I
* Batch Description:  REVERSAL-Correct coding on GL Effective Date:  15-FEB-2023 Batch Status:  Submitted
prior FY salary from F256712
to F256728
Batch ID: 14028 Batch Type:  Reversal
Related Batch ID: 14 Created By HUID: Updated By HUID:
File Generatlon Request ID:  B1277758 Creatlon Date:  15-FEB-2023 05:26:03 Update Date:  15-FEB-2023 05:26:03

-

The Related Batch ID (in the example above, 14) is the ID for the original Batch.
It is a hyperlink to view the original batch. Note: Batch Type, in the center of the example, is Reversal.

1. Auser can now re-select the original lines for re-adjustment if desired.
The instructions for Reversing a Submitted GL-PCR Batch are complete.
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Exceptions for GL-PCR batches reversed from within the tool.
1. Disabled account coding

A suBmITTED batch containing disabled account coding may not be reversed, since it would be rejected.

Validate

Reversal Batch cannot be created
One or more lines are having invalid GL Account

After you select View Errors, the Errors will be listed in the following pop-up.

Invalid GL Accounts

GL Accounts

265.21859.6120.257675.255249.0003.25266

1-1

A user is able to view disabled lines within the submitted batches. The user can use this information to
work with their local finance office to enable value for processing, if desired.

2. 0Old GL-PCR batches

Batches older than prior fiscal year should not be reversed in GL-PCR.
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Appendix: Overview of Button Functionality
Buttons are listed below by area, in the order in which they appear.

Search GL Transactions
Button Name Button Description

Advanced Search + Provides additional fields for searching criteria.

Simple Search - Provides most common fields for searching criteria.
This button appears after Advanced Search has been selected.

User Guide Provides immediate access to the GL-PCR User Guide

Search History Used in connection with the Search GL Transactions tab, this button
opens a pop up window which provides a list of previously searched
parameters along with their search date which can be starred as
Favorite. Note there are two tabs in the Search History window: All
Search History and Favorites.

Clicking on the Search Date data adds the criteria to the Search GL

Transactions.
Search Begins the query for records matching the provided search criteria.
Clear Clears the values on the form for the search criteria.
Return To Search Redirects to the prior search results.
Results This button only appears after viewing search results and using the Back

to Search button.

Search GL Transactions Results
Button Name Button Description

Return to Batch Redirects back to the current batch.
This button only appears after viewing search results and using the “Back to
Search Page” button

Show Selected Creates a pop-up display of the lines currently selected for adjustment.
This button is only available after selecting at least one line to adjust.

Adjust Selected Brings the selected line(s) into the main GL-PCR page, Harvard — GL
Adjustment.
Back to Search Redirects back to the search page.

It will retain any transactions already selected for adjustment.
Use this button to add more lines to the current adjustment.
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Harvard — GL Adjustment

Button Name
Download Batch

Back to Search Page

Back to Search
Results

Reset

Go

Review (column)

Review All

Mass Adjust

All
Payroll
Non-Payroll

View Summary

Save

Validate

Submit Batch

41 |Page

Button Description
Downloads the adjustment as an excel file.

Redirects back to the search page.
It will retain any transactions already selected for adjustment.
Use this button to add more lines to the current adjustment.

Redirects to the search results associated with the current adjustment.
This button returns blank search results when used on a batch that was
previously saved.

Discards all unsaved changes and starts a new batch.
Redirects back to the search page.

Used with the magnifying glass drop down, or with added criteria in the
box to the left of Go, to run the desired filter on the lines below it

Circular button found in the Review column of the Selected Adjustment
lines section. Filters the data visible in the GL Adjustment - Details to
show only the selected line’s corresponding line(s) for review.

De-selects the Review column buttons, so all lines are visible in the GL
Adjustment - Details area.

Opens the Mass Adjust feature of the GL-PCR.

Toggle button found in the GL Adjustment - Details area which filters the
visible data in the GL Adjustment - Details to show all lines, only payroll
lines, or only non-payroll lines.

Opens a pop up window to summarize debits and credits by chosen
chart of account segment(s) for the batch.

Saves the changes made to the adjustment.
Adds the batch number to the header at the top of the page.

Validates the CCID changes being made to the adjustment. This step is
optional, as validation will take place during the transaction, and is also
the first step the program takes when Submit Batch is selected.

Submits the adjustment to Oracle General Ledger.



HARVARD

UNIVERSITY
10 100 HUIT / ATS
nd GL-PCR User Guide
GL Adjustment for Line

Button Name

Go

Calculate Fringe

Cancel

Apply

Mass Adjust
Button Name

Calculate Fringe

Add COA

Clear COA

Preview Adjustment

Amount Below

Back

Mass Adjust
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Button Description

Used with the magnifying glass drop down, or with added criteria in the
box to the left of Go, to run the desired filter on the lines below it

Current Fiscal Year toggle button:
Yes will indicate calculate the fringe in the nightly allocation
No will indicate no fringe is desired
Prior Fiscal Year button:
If clicked on, immediately adds the appropriate fringe related lines

Cancels and closes the pop up. Discards any changes.

Adds the changes made to the GL Adjustment - Details

Button Description

Current Fiscal Year toggle button:
Yes will indicate calculate the fringe in the nightly allocation
No will indicate no fringe is desired

Prior Fiscal Year toggle button:
Yes will indicate calculate and add the fringe related lines
No will indicate no fringe is desired

Adds the supplied COA segment values and dollar and percentage values
to the staging table for the mass adjustment.

Clears the current COA segment values and dollar or percentage values.

Updates the Adjustment Amount column in the User Selected
Adjustment lines area for review

Cancels the Mass Adjustment and returns to Harvard - GL Adjustment

Applies the Mass Adjustment to all selected lines.
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Reclassification
Button Name Button Description
Calculate Fringe Current Fiscal Year toggle button:
Yes will indicate calculate the fringe in the nightly allocation
No will indicate no fringe is desired
Prior Fiscal Year toggle button:
Yes will indicate calculate and add the fringe related lines
No will indicate no fringe is desired
Add To List Adds the supplied COA segment values and dollar values to the staging
table for the reclassification.
Clear Removes all the search criteria, except Object
Create Batch Sets up the adjustment. Checks the availability of transactions to move.
Checks for valid chart values. Creates a staging table for review.
Go Used with the magnifying glass drop down, or with added criteria in the

box to the left of Go, to run the desired filter on the lines below it

Actions > Download Downloads the lines in desired format.
Back to Search Returns to the prior screen for data to be modified, added, or deleted.

Save Batch Will save the reclassification created and will open the GL Adjustment
page that will be available for edits and reviews

Submit Batch Will automatically submit the reclassification created. Opens the GL
Adjustment page to show the batch that was submitted

Questions?
If you have any questions, please contact the HUIT Support Center at 617-495-7777, or via email at
ithelp@harvard.edu mentioning Oracle GL-PCR.
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